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CTHR-AGR ANNOUNCEMENT NUMBER: 04-093 
OPENING DATE: 23 September 2004 
CLOSING DATE: 7 October 2004 

 

AGR POSITION TITLE/ASSIGNMENT: Administrative Officer 

UNIT/LOCATION: 169th Leadership Regt, Camp Rell CT 

MOS:  PARA/LINE: TBD 
MAX GRADE: 01-03 UIC:  

 

POSITION/EMPLOYMENT OPPORTUNITY: Open AGR - STATEWIDE 

POSITION DESCRIPTION: Performs supervisory management of all assigned 
personnel. Originates and prepares formal request for filling vacancies 
and selects or participates with considerable weight in the selection 
of employees for promotion, reassignments, appointment and other status 
changes; and recognition of outstanding performance of assigned 
employees. Approves and disapproves leave and recommends action in such 
unusual cases as the granting of advance leave or LWOP. Receives formal 
grievances and resolves, when possible, at the first level. Takes 
necessary informal disciplinary action and proposes to higher authority 
specific, appropriate formal action as warranted. Plans, organizes and 
assigns work to employees on the basis of difficulty of assignments and 
qualifications. Details employees to other duties as necessary to meet 
changing work situations, deadlines, or priorities. Reviews work 
through reports for adherence to procedures and standard practices. 
Sets performance standards and evaluates personnel performance. 
Conducts continuing review of command activities and programs to ensure 
that assigned units are effectively and efficiently progressing toward 
the desired readiness status. Recommends to the commander, policy and 
procedures or changes and develops detailed instructions for 
implementation by staff section, technicians and subordinate units. 
Reviews training evaluation reports, unit status reports, property 
inventory reports, maintenance inspection reports, strength reports, 
etc. Keeps abreast of new policies, regulations and directives, 
provides direction to and coordinates with HQ staff sections and their 
activities. Visits subordinate units on a regular basis to provide 



guidance and assistance, to insure command programs have been 
implemented and to evaluate their effectiveness. Makes day to day 
decisions for the commander in the areas of personnel and equipment 
assignments, instructions to staff members, and replies to request from 
higher headquarters or local authorities. Investigates and recommends 
appropriate action on accidents or such incidents as property loss or 
complaints involving units or individuals of the command. 

APPLICATION PROCEDURE:  

A.  

 


